[image: image1.jpg]INNOVATION FROM THE GRAIN




JOB SPECIFICATION
Position:

Technical Supervisor
Report to:

Technical Manager
Hours & place of work:
12.00-21.00  (40 hours per week – flexible start and finish times) – Midhurst 
Job purpose:
To support all technical aspects within the production environment
Employee Responsible:
Technical Assistants & Hygiene Operatives
Responsibilities:  (Overall scope / purpose / key deliverables)
Quality Control Administration 
· Managing and monitoring of QA functions in production

· To ensure all production control forms are current/relevant and the latest issue relating to processing of all products up to point of positive release

· Make alterations as deemed necessary and authorise new issue of documentation as per procedure rules

· Ensure all product specifications are current/relevant and of the latest issue

· Keeping of all working practises are current/ relevant and of the latest issue

· Log temperature monitoring in freezers & refrigeration accordingly. File results

· Log products to show results of temperature on products

· Random quality control testing of products, with analysed written reports versus standard

· Random testing of products organoleptic

Allergens

· Managing and monitoring of allergen controls

· Maintain current knowledge of raw materials associated with allergens and monitor their presence on site in conjunction with HACCP team members
External Auditing

· Co-ordinating and administration of external audits 

· Dispatch questionnaires to suppliers for completion, assess replies for potential nomination listings

· To carry out on site audits at suppliers when required or standards fail to meet requirements, 

· To carry out audits in conjunction with an external auditor as required

Internal Auditing

· Participating in internal audit plan and including in follow up of non conformances

· To audit a selected department to the prescribed standard relative to the Board agreed annual auditing schedule

· Audit HACCP CCP’s monthly as per the agreed schedule

· Report on findings, Corrective actions/non- compliances and notify relevant Director, Management / Supervisors at BRC meetings and Supervisors meetings. All identified to have time defined corrective action plan
· Follow up report to Board of Directors including GMP results, pass rates and trends
Customer Complaints 

· Managing all customer complaints including associated corrective actions

· Investigate and respond to complaints raised against product failing to come up to specification standards

· To include foreign body incidents, product performance, packaging & service complaints

· Investigate non-conformances raised against procedures, products or services (as above) and develop corrective action plan

· Keep records and trend analysis to report to the Board of Directors, highlighting weak areas of processing
Procedure and Policy documentation and control

· Supporting the management of all procedure and policy controls

· Ensure that Operations & Procedures are current, relevant, accurate and available for operational use when required

· Ensure that Policies are current, relevant, accurate and available for consultation and reference as required

· To review and update procedures and policies as required

· Rescinding of documents not in use or relevant

Labelling / Bar Coding Administration

· Administration of all labelling and bar coding ensuring accuracy and compliance

· Registering and administration of bar coding with GSK centre & any other relevant organisations
· Allocation of barcodes to products

· Upkeep of barcode to label and application to individual labels

· Keeping of relevant records

· Compilation of product labels to include correct description, amount, ingredients, coding and customer requirements, logo addition to legal standard

· Review of labels on computerised system on a quarterly audit 

Pest Control

· Managing external pest control contractor and internal pest related activities

· Monitoring the service standard of incumbent pest Control Company
· Liaising with technician on matters requiring attention, actioning these matters
· Reporting incidence and required action to Operations Director
· Incorporate audits within annual schedule
Environmental Health / Trading Standards/ Safety Council

· Managing all legal requirements

· To endeavour to meet all legal obligations required by government departments

· To meet and liaise with environmental health, trading standards, and safety officials who attend the site

· To ensure all recommendations made by the government officials are agreed and put into effect within the correct time scale allocated
Laboratories
· Managing sampling and external laboratory activities and costs

· Agree quotations for all external sampling carried out

· Prepare samples of product, swabbing, shelf life, raw material, end of life and water for external analysis

· Arrange collection of samples

· Analyse, trend, consult and discuss laboratory results when needed with Director’s Managers, & Supervisors, act upon decisions made

· Carry out in-house product testing 

· Self-audit laboratory premises to UKCAS certification 

 Hygiene

· Managing of the hygiene within the plant

· To ensure working and cleaning instructions/ manuals are current/ relevant and of correct issue

· Keeping COSHH records up to date, correct dilution rates and advice is adhered to

· Auditing the hygiene standard of food production areas and to recommend and enforce improvements

 Traceability & Product Withdrawal

· Ensure all materials and products are fully traceable

· To ensure products and raw materials are traceable through the manufacturing process and systems

· To carry out a bi-annual test of the system with the help of other operational staff and incorporate in annual plans
· To arrange a test annually of the system, write up report and make changes as deemed necessary
Global Food Safety Standard (British Retail Consortium) Accreditation

· Ensure the company is BRC compliant and maintained audit ready

· Reporting progress of Global Food Safety Standard (B.R.C). Accreditation to the Board

· To arrange the audit with the accreditation body

· Arrange review meeting of senior staff, write up report of meeting
 Specifications

· Managing of product specifications

· Upkeep of current specifications for both incoming raw materials and finished outgoing products, ensuring they are legal documents

· Calculation, compilation and supply of Nutritional Information appropriate to all current recipes / products

  NPD (assistance)

· Provide assistance to NPD function

· To assist with nutritional information and specification information along with practical help in the bakery when required 

· Research of information on all related matters to NPD, presenting information and findings to NPD Director

· Researching & acquiring legislation information relating to NPD and presenting to NPD Director
Key qualities and skills
· A proven track record in Food Technology gained in a food manufacturing company
· Understanding and appreciation of BRC Global Food Safety

· Ability to communicate / deal effectively will all levels of personnel from Operatives to Chairmanship

· A good problem solver and analytical “mindset”

· A wide knowledge of everything associated with bakery processing and manufacturing from a food safety perspective

· Training skills level 1, 2 & 3 

· Certificated proven auditing skills equal to BRC requirements

· Basic Food Handling certification

· Numerative, computer literate in Word, Excel, eMail plus ability to use several software programmes such as Nutritional logging, Food Training, Stock taking, and willingness to learn customer bespoke specification programmes

· Organised and disciplined in order to work to meet deadlines 

· Self-motivated, able to show leadership and initiative

· Demonstrate decisive decision making within a fast-moving environment

Desirable skills
· In depth knowledge of microbiology / laboratory testing routines / methods

· On site auditing

· Knowledge of H&S up to NEBOSH standard

· Basic personnel knowledge skills

English is the language of operations on site 
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